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Department of Defense COVID-19 Response 

Guide for Cardholders to Use Temporary Capability for 
CAC/VoLAC Certificate Update  

 
To ensure DoD ID card offices are postured to maintain continuity of operations and to 
minimize the number of non-essential visits to DoD ID card offices, the Department has enabled 
a temporary capability to allow cardholders to update their certificates on soon-to-expire 
Common Access Cards (CACs) and Volunteer Logical Access Credentials (VoLACs). 
 
This guide provides step-by-step instructions for cardholders to use the temporary capability to 
update their certificates. 
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Am I eligible?   
To be eligible to update your certificates on your CAC or VoLAC, all of the following must be 
true: 

1. The CAC or VoLAC must expire within 30 days. 

¶ For example, you can update a CAC that expires on 30 May 2020 no sooner than 
1 May 2020. 
 

2. The CAC or VoLAC must be unexpired when attempting to update the certificates.  
 

3. The CAC or VoLAC holder must have an active Affiliation which extends beyond the ID 
card expiration date.   

¶ You can follow instructions in this guide to check ȅƻǳǊ άAffiliationέ end date 
using ID Card Office Online (IDCO) ς https://www.dmdc.osd.mil/self_service. 
 

4. The CAC or VoLAC holder must use a computer that is properly configured to support 
IDCO certificate updates. 

¶ All operations that update your CAC or VoLAC require ActivClient 7.1 or higher, 
Java 8 update 144 or higher, and Internet Explorer version 7 or higher. Please 
ensure your computer meets these minimum requirements. 

  

https://www.dmdc.osd.mil/self_service
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What is the process ?   
1. Open Internet Explorer (version 7 or higher). 

 
2. Visit ID Card Office Online (IDCO) ς https://www.dmdc.osd.mil/self_service.  

 

 
 

3. Login with your CAC. 

¶ Click through the prompts to login with your CAC. 
o You must login to IDCO using your CAC (VoLAC will also be accepted under 

CAC login).  If your card or certificates have already expired, you will not be 
able to login. 

o If you login using DS Logon, you will not be able to update the certificates on 
your CAC or VoLAC. 
 

 
 

4. Confirm ǘƘŀǘ ȅƻǳǊ ά!ŦŦƛƭƛŀǘƛƻƴέ ŜȄƛǎǘǎ ōŜȅƻƴŘ ȅƻǳǊ ŎǳǊǊŜƴǘ ŎŀǊŘ ŜƴŘ ŘŀǘŜΦ   

https://www.dmdc.osd.mil/self_service
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¶ LŦ L5/h ƛƴŘƛŎŀǘŜǎ ȅƻǳǊ ά!ŦŦƛƭƛŀǘƛƻƴέ ŜƴŘ ŘŀǘŜ ƛǎ ōŜȅƻƴŘ ǘƘŜ ŜȄǇƛǊŀǘƛƻƴ ŘŀǘŜ ǇǊƛƴǘŜŘ ƻƴ 
your card, proceed to STEP 5.   

¶ If you are a Uniformed Service member or civilian employee with no defined 
Affiliation end date (e.g., ά¦bYbh²bέύ, proceed to STEP 5.   

¶ If you are a Uniformed Service member (e.g., enlisted Service members) or civilian 
employee with a defined Affiliation end date that coincides with your card end date, 
contact your Human Resources (HR) personnel.   

o HR personnel must first update your affiliation with DoD in DCPDS or MILPDS 
before you can use IDCO to update your certificates. 

o You must wait one business day following the date of the HR update.  If your 
affiliation end date is not updated in IDCO after one business day, contact 
your HR personnel. 

¶ If you are a contractor and other personnel sponsored via the Trusted Associate 
Sponsorship System (TASS) with a defined Affiliation end date that coincides with 
your card end date, contact your TASS Trusted Agent (TA) or Contracting Officer 
(CO)/Contracting Officer Representative (COR).   

o The TASS TA must first update your affiliation with DoD by creating a new 
TASS application before you can use IDCO to update your certificates.   

Á This is the same process the TASS TA would follow to sponsor you for 
a new CAC.  TASS TAs should use the new contract end date (including 
unfunded contract options) for the new TASS application. 

o You must wait one business day following the date your TASS application was 
approved.  If your affiliation end date is not updated in IDCO after one 
business day, contact your TASS TA. 
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5. /ƻƴŦƛǊƳ ǘƘŀǘ ȅƻǳǊ ά/ŀǊŘ 9ȄǇƛǊŜǎέ ŘŀǘŜ ƛǎ ōŜȅƻƴŘ ǘƘŜ ŜȄǇƛǊŀǘƛƻƴ ŘŀǘŜ ǇǊƛƴǘŜŘ ƻƴ ȅƻǳǊ 
CAC or VoLAC.   

¶ If IDCO indicates your ά/ŀǊŘ 9ȄǇƛǊŜǎέ ŘŀǘŜ ƛǎ ōŜȅƻƴŘ ǘƘŜ ŜȄǇƛǊŀǘƛƻƴ ŘŀǘŜ ǇǊƛƴǘŜŘ ƻƴ 
your card, proceed to STEP 6.   

¶ LŦ L5/h ƛƴŘƛŎŀǘŜǎ ȅƻǳǊ ά/ŀǊŘ 9ȄǇƛǊŜǎέ ŘŀǘŜ ƛǎ NOT beyond the expiration date printed 
on your card and you are a Uniformed Service member or civilian employee:  

o Wait one business day following the date of the HR update before using 
IDCO. 

¶ LŦ L5/h ƛƴŘƛŎŀǘŜǎ ȅƻǳǊ ά/ŀǊŘ 9ȄǇƛǊŜǎέ ŘŀǘŜ ƛǎ NOT beyond the expiration date printed 
on your card and you are a contractor and other personnel sponsored via TASS, 
contact your TASS TA or CO/COR.   

o Wait one business day following the date of the approval of the TASS 
application before using IDCO.   

 

 
 

 
 

6. {ŜƭŜŎǘ ά/ƘŀƴƎŜ /!/ 9Ƴŀƛƭέ ǘƻ ōŜƎƛƴ ǘƘŜ ŜƳŀƛƭ ŎŜǊǘƛŦƛŎŀǘŜ ǳǇŘŀǘŜ ǇǊƻŎŜǎǎ.   
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¶ IDCO will replace your expiring email signing and email encryption certificates with 
certificates valid through the updated expiration date. 

¶ IDCO will read contents of the chip to validate the current email certificates. 
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7. Authorize the IDCO applet to run on your PC.   

¶ /ƭƛŎƪ άwǳƴέΦ  
 

 
 

8. Wait for IDCO to read the contents of the CAC chip.   

¶ IDCO will display progress monitors for various processes including reading the data 
from the card and checking the certificate status.  
 

 
 

 
 

9. Confirm email address. 

¶ IDCO will display the ά/ǳǊǊŜƴǘ ŜƳŀƛƭ ŀddressέ which was used to create the current 
email certificatesΣ ŀƴŘ ǘƘŜ ά9mail address provided by your ƻǊƎŀƴƛȊŀǘƛƻƴέ which is 
based on standards provided by your DoD Component. 

¶ LŦ ǘƘŜ άŎǳǊǊŜƴǘ ŜƳŀƛƭ ŀŘŘǊŜǎǎέ ŀƴŘ άŜƳŀƛƭ ŀŘŘǊŜǎǎ ǇǊƻǾƛŘŜŘ ōȅ ƻǊƎŀƴƛȊŀǘƛƻƴέ ŀǊŜ ǘƘŜ 
same and you do not need to change your email address: 

o CƭƛŎƪ άbŜȄǘέ ǿƛǘƘƻǳǘ ŎƘŜŎƪƛƴƎ ŜƛǘƘŜǊ ōƻȄ ǘƻ ǇǊƻŎŜŜŘ ǿƛǘƘ ŎŜǊǘƛŦƛŎŀǘŜ ǳǇŘŀǘŜΦ 

¶ LŦ ǘƘŜ ά/ǳǊǊŜƴǘ ŜƳŀƛƭ ŀŘŘǊŜǎǎέ ŀƴŘ ά9Ƴŀƛƭ ŀŘŘǊŜǎǎ ǇǊƻǾƛŘŜŘ ōȅ ƻǊƎŀƴƛȊŀǘƛƻƴέ ŀǊŜ ǘƘŜ 
same, and you need to change your email address: 
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o /ƘŜŎƪ ǘƘŜ ōƻȄ ǘƻ ά/ƘŀƴƎŜ ŦǊƻƳ ŜƳŀƛƭ ǇǊƻǾƛŘŜŘ ōȅ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴ ǘƻ 
ŀƴƻǘƘŜǊ ŜƳŀƛƭ ŀŘŘǊŜǎǎέΦ 

o /ƭƛŎƪ άbŜȄǘέΦ 
o Enter your preferred email address.  Most organizations prescribe the 

required email address format, which (in most cases) is the email on the CAC; 
however, some individuals are permitted to use non-standard email formats.  
IDCO allows this update but restricts the email to approved email extensions.  
CƻǊ ǉǳŜǎǘƛƻƴǎ ŀōƻǳǘ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ŜƳŀƛƭ ŦƻǊƳŀǘǎΣ ŎƻƴǘŀŎǘ ȅƻǳǊ Service 
Helpdesk. 

¶ If the ά/ǳǊǊŜƴǘ ŜƳŀƛƭ ŀŘŘǊŜǎǎέ ŀƴŘ άEmail address provide by organizationέ are 
different, and you would like the keep the current email address or change to a new 
email address: 

o /ƘŜŎƪ ǘƘŜ ōƻȄ ǘƻ ά/ƘŀƴƎŜ ŦǊƻƳ ŜƳŀƛƭ ǇǊƻǾƛŘŜŘ ōȅ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴ ǘƻ 
another email adŘǊŜǎǎέΦ 

o /ƭƛŎƪ άbŜȄǘέΦ 
o Enter your preferred email address.  Most organizations prescribe the 

required email address format, which (in most cases) is the email on the CAC; 
however, some individuals are permitted to use non-standard email formats.  
IDCO allows this update but restricts the email to approved email extensions.  
CƻǊ ǉǳŜǎǘƛƻƴǎ ŀōƻǳǘ ȅƻǳǊ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ŜƳŀƛƭ ŦƻǊƳŀǘǎΣ ŎƻƴǘŀŎǘ ȅƻǳǊ Service 
Helpdesk. 

¶ LŦ ǘƘŜ άCǳǊǊŜƴǘ ŜƳŀƛƭ ŀŘŘǊŜǎǎέ ŀƴŘ άEmail address provide by organization are 
different, and you would like the keep the ά9Ƴŀƛƭ ŀŘŘǊŜǎǎ ǇǊƻǾƛŘŜŘ ōȅ ƻǊƎŀƴƛȊŀǘƛƻƴέ: 

o /ƭƛŎƪ άbŜȄǘέ ǿƛǘƘƻǳǘ ŎƘŜŎƪƛƴƎ ŜƛǘƘŜǊ ōƻȄ ǘƻ ǇǊƻŎŜŜŘ ǿƛǘƘ ŎŜǊǘƛŦƛŎŀǘŜ ǳǇŘŀǘŜΦ 
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10. Confirm the changes to proceed with certificate update. 

¶ Before replacing the email certificates on your CAC, IDCO will confirm the changes 
and require you to acknowledge. 

¶ /ƭƛŎƪ ά¸Ŝǎέ ǘƻ ǇǊƻŎŜŜŘ ǿƛǘƘ ŎŜǊǘƛŦƛŎŀǘŜ ǳǇŘŀǘŜǎΦ   
 

 
 

11. Follow on-screen prompts to complete certificate update. 

¶ You may be requested to acknowledge running the IDCO applet again. 

¶ Various progress monitors will be displayed as the update continues. 
 

 
 

 
 






